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Workplace Health and Safety Policy 
V1.0 |Last Reviewed: 1/01/2019 

Purpose and Scope 
EnableOT has a responsibility to provide a safe environment for all our staff, volunteers, participants, support 

networks and visitors (stakeholders).  This policy sets out responsibilities and processes for the organisation, staff and 

volunteers, in actively ensuring our organisation complies with state and federal safety legislation and contributes to 

attaining a healthy, safe and environmentally sustainable workplace.  This policy relates consistently to all 

stakeholders who participate in EnableOT business operations and activities, across all work sites that EnableOT may 

operate in. 

Legislative Requirements 

Work Health and Safety Act 2011: 

The Act details the duties of a ‘person conducting a business or undertaking’ (PCBU), officers and workers as well as 

suppliers and manufactures.  In accordance with the Act, as a PCBU, the business has a primary duty of care to ensure 

workers and others are not exposed to a risk to their health and safety. 

NDIS Act 2013: 

The National Disability Insurance Scheme (NDIS) was developed to enable people with disability to live ‘an ordinary 

life’ as others in society do. The associated Act aims to provide for the National Disability Insurance Scheme in 

Australia, support the independence and social and economic participation of people with disability,  provide 

reasonable and necessary supports, including early intervention supports, for clients in the National Disability 

Insurance Scheme launch, enable people with disability to exercise choice and control in the pursuit of their goals and 

the planning and delivery of their supports, facilitate the development of a nationally consistent approach to the 

access to, and the planning and funding of, supports for people with disability, promote the provision of high quality 

and innovative supports that enable people with disability to maximise independent lifestyles and full inclusion in the 

mainstream community, raise community awareness of the issues that affect the social and economic participation of 

people with disability, and facilitate greater community inclusion of people with disability 

Management of Workplace Health and Safety 
All issues and queries relevant to workplace health and safety (WH&S) should be referred to the responsible person. 

 Management must: 

 Undertake a risk assessment at least annually (in conjunction with individual service plan review and risk 

management plan) 

 Caution staff that are reported to be conducting hazardous or unsafe work practices 

 Assist Workplace Health and Safety inspectors in relation to any requests for information or inspections of 

premises they may wish to undertake. (Workplace Health and Safety State Authorities requires notification of 

a serious injury or illness or a dangerous incident immediately the responsible person becomes aware an 

incident has occurred) 

 Section 36 and 37 of the Work Health and Safety Act 2011 define what is meant by a serious injury or illness 

and a dangerous incident. These can include: 

o Workplace incident involving a fatality. 

o Serious injury or illness requiring immediate medical care or care within 48 hours as a result of 

exposure to chemical or other hazards  

o Electrical shock 

o Uncontrolled spills or leaks of substances 

o Explosions, structural collapses, major falls of plant  
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If uncertain, management should contact Workplace Health and Safety Victoria. 

 Investigate breaches of WPH&S and remedy the situation where possible. 

 Investigate workplace incidents and accidents. 

 Organise WH&S training for employees. 

 Promote health and safety in the workplace. 

 Discuss WH&S issues and provide information and advice to the staff. 

 Review workplace incidents and make recommendations. 

This policy applies across all work sites that EnableOT may operate in including the following: 

EnableOT workplace locations: Specific Workplace Issues 
WH&S Monitoring and Risk 

Assessment Processes: 

Overall Stress and Workload 
Annual Performance Reviews and 

Stress/Workload Training if identified 

Home Office 
Building and property 

Workplace Ergonomics 
Annual WH&S Review 

Client homes 
Presence of staff and volunteers in 

primary persons’ homes 

Individual Support Plan 

and Behaviour Support Plan 

 

Vehicles Operation of vehicles 

Routine Maintenance and Servicing as 

well as suitable Insurance 

Vehicle Startup Checklist 

Beacon Manual Checklist 

Risk Assessment and Continuous Improvement 
EnableOT is committed to ensuring the health and safety for all clients, staff, carers, volunteers and contractors 

through use of the risk management process to identify and manage workplace hazards and risks.  The steps to be 

undertaken will be: 

 Hazard identification 

 Risk assessment 

 Identifying & implementing control measures 

 Monitoring & review 

Details of this process are included in the Governance Policy.  EnableOT also aspires to continuous improvement, with 

details outlined in the Feedback and Improvement Policy. We maintain a Continuous Improvement Plan, which 

includes a record of any identified WH&S issues requiring improvement, and the actions taken to address these. 

Training and Response 
All staff, volunteers and contractors will undertake WH&S inductions on commencement.  Training records will 

document inductions, information sheets, ongoing workplace training, and specific training as part of the Continuous 

Improvement Plan.   
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Knowledge and training are also important if stakeholders are involved in emergency situations.  All employees are 

required to be qualified in basic first aid including CPR. 

In the Event of Serious Injury: 

Follow the first aid principles of DRS ABCD 

D Danger 
Check for danger to yourself, bystanders or the patient, do not move the patient unless 
staying would be life-threatening 

R Response 
Check if the patient can hear you or responds to touch, observe as much as you can about 
their condition while you send for help 

S Send for Help 
Call an ambulance on 000 or 112 from your mobile, tell them as much as you can about the 
situation and answer the questions honestly. 

A Airway Clear and open airway 

B Breathing Look, listen and feel for breathing – If not breathing commence CPR 

C CPR 
30 compressions and 2 breaths – if unable to continue breaths, continue chest compressions 
until help arrives 

D Defibrillator 
If available, attach an automatic external defibrillator as soon as possible and follow its 
prompts 

In the Event of a Fire: 

 Follow the buildings emergency fire plan 

 Evacuate the immediate area of the fire 

 Fight the fire only if it is safe to do so with the appropriate type of extinguisher for the fire. 

 Ask another employee to telephone 000 with the fire details. 

 Break the glass of the wall mounted fire alarm and press the button. 

 Get down on hands and knees, if in a smoke-filled area, and crawl out. Cover nose and mouth is possible to 

avoid inhalation of smoke, fire and fumes. 

 Ensure all staff, clients, volunteers and visitors are accounted for. 

In the Event of a Violent Threat: 

 Violent threat could be a communication of a bomb or attack causing personal harm 

 Keep talking for as long as possible 

 Attract the attention of another employee, ask them to call the police if appropriate 

 Try to find out the plan of attack, as much detail as possible 

 Do not hang up the phone. If the caller does not hang up, the call may be traced 

 Take note of any background noises, accents, or anything else that may identify the caller or their location 

 Cooperate with the police to provide as much information as possible about the threat. 

Workplace Assessment and Monitoring 
EnableOT is committed to monitoring WH&S as part of the Continuous Improvement Plan contributing to the Risk 

Management Policy.  Staff and volunteers are to contribute to the identification of hazards and safety issues then 

necessary actions are discussed with management to address the issue. 

Tools in routine use to monitor WH&S are as follows: 

 Home Safety Checklist – completed at registration of client and at periodic service plan review. 
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 Hazard Report – completed when hazards are identified that pose risk to WH&S 

 Incident Report – completed when an injury, accident, behavioural event or near-miss occurs or when a 

hazard is identified  

 Annual WH&S Reviews – completed annually to ensure the findings from hazard/incident reports are 

incorporated into the annual review of Current Risk Controls. 

Employees must: 

 Follow all WH&S legislation, regulations and guidelines including emergency procedures 

 Immediately report any breach in WH&S and any resulting injury or illness to the immediate supervisor or 

CEO 

 Complete a Work Injury/Incident Report within 24 hours of the injury or incident. 

 Identify potentially unsafe work practices, risks or hazards and ensure that other employees are aware of any 

potential danger.   

 Make area safe in the short term. 

 Complete the Incident/Hazard Report to advise management of risks or hazards. 

Reporting 
A workplace incident can be an accident, an injury or a near-miss that may have resulted in an injury, that has 

happened at a workplace location.  Some incidents are minor but must be reported to prevent these sorts of injuries 

happening again.   

Employees who are injured or involved in a workplace incident must: 

 Notify the responsible person as soon as possible following the event. 

 Complete an Incident Report (or get a trusted person to assist with completion) within 24 hours and submit 

to responsible person. 

The responsible person (CEO) must: 

 Complete the Incident Report if the employee can’t within 24 hours of the incident. 

 Determine if the incident involves a serious injury or illness or dangerous incident according to the Act. If so, 

contact Workplace Health and Safety Authorities immediately by phone or email. They will advise whether a 

written notification is required and will acknowledge the notification in either event. 

 Forward to CEO to investigate the injury/incident to identify what can be done to prevent the incident 

occurring again. 

 Record any required preventative action on the Incident Report form. 

 Note any risks or improvements which need to be entered in the Risk Management Plan and/or the 

Continuous Improvement Plan. 

Other WH&S Issues – Identified Risks   

Stress and Workload  

Staff are provided with information of managing stress and workload as part of their induction pack. Annual 

Performance Reviews are carried out to monitor workload and stress.  At any time, the employee can report 

increasing stress or workload as an identified hazard to the responsible person. 

Building and Property 

Ongoing WH&S will be monitored by staff and the responsible person through the identification and reporting of 

hazards.  Annual WH&S management plans will consider the safety associated with main office buildings including 

documenting annual fire safety inspections. 

Workplace Ergonomics 
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Staff are provided with information of managing desktop ergonomics as part of their induction pack.  At any time, the 

employee can report issues with desktop setup as an identified hazard to the responsible person. 

Presence of Staff and Volunteers in Primary Person Homes 

On registration of a new primary person, it is determined if an employee, volunteer or contractor may be required to 

undertake their duties in the home and a Support Plan is completed that identifies any potential hazards and reported 

to the responsible person.  The responsible person determines what necessary action is required and reports back to 

all staff on WH&S procedures relevant to that workplace location.   

Operation of Vehicles 

During staff induction, staff driver’s licenses are sighted and recorded, and staff are instructed to inform the 

responsible person if there is any reason why they should not be operating a vehicle.  Routine maintenance and 

services as well as insurance details of vehicles are to be recorded. Vehicle hazard checklist will be completed weekly 

with all vehicles used for the purposes of EnableOT business operations and activities. 

Smoking 

Smoking is a health hazard and Peniel Support Network has a no smoking policy. Smoking is not permitted by any of 

our stakeholders indoors, within the office, or within five metres of the entry and this includes within their own home 

when a support worker is present. Smoking is also not permitted in any PSN vehicles, or while staff are with clients 

unless a smoking statement is made and agreed to in the Individual Support Plan. Smoking is only permitted in 

designated outdoor areas.  

Additional Considerations 
Each stakeholder undertaking or involved with EnableOT operations has the right to as safe workplace and an 

environment free from harm.  Refer to the Prevent and Respond to Harm Policy for more information on how 

EnableOT provides a harm-free environment.  The Feedback and Improvement Policy as well as the Governance Policy 

outlines the specific ways in which we monitor and improve our response to hazards and risks in our business 

operation.  

Review 
This policy will be reviewed when required by changes to legislation or when organization operations require it. 

Employees and clients will be consulted in relation to any proposed changes.  It is recommended that this policy be 

assessed at 9 monthly internal review alternating with formal auditing processes. 

 

 

 

 

 


